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. Dates of Series 
a r l i ed  Latest 
‘1/95 o Date 

lark A. Dickerson Chief State Admn. Law Judge 
. Action Reauested 

5. Records Series T i  lfollowed by title uJed in office; if different) 

Management Files 

alphabetically by subject matter. 

File i s  arranged: 

8. Monthly Reference Rate 

9ne to six m o n t h s  old 
How often are records referred to which are: 

5 ; Seven to twelve months old A; Thirteen to twentyfour months old A; 1 

1 . Remrd Series Dewription This file mntains the following documents limlude form numbenand titles, ifany): 
Attach samoles of the file. 

twenty-five months and older / 7 
1. Annual Rate of Aaamulation of Reoardr I 

Documents relating to: 
the management of OSAH. 

lnduded are: 
correspondence, communications with state and 
federal officials, purchasing and lease documents, 
contracts, and similar documents. 

Letter-size drawers ; LegalJ2e drawers ;shelves 3 ;omerlrpkirvl 

1-50-71; Rev. 76 I-) 

9 
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10. Ouenionnaire (Place an "X" in the proper mlumn) 
a. Is this the official copy of the series? 

b. Does the series contain confidential information requiring recurin, handling? If yes. cite law or regulation. 

c. Is  t h i s  a vital record? 
d. Does t h i s  series have historical or long term research valw? 
e. When o_ne or two documents in tbe file make it necessary to keep the f i t i re  file for a long period, muld these 

documents be scheduled sew ratekr? 
f. I s  the information contained in this series ever wblirhed? If ves. an  ach m y .  

9. Is the information contained in th is  series ever analyzed andlor remded in a summarized report? 
If ves. attach coov. 

h. Is there a duplication of th i s  s e i k s  in your office, or in another office or agent/? 
I f  ves. where? 

i 
L D c a t  he record re rier ' ?  

If not where i s  it? 

I s  *is series for a ~ . o r  m . o n m f  it) requ -microfilmed? 

ion Requirements The following requires the series to be kept: 

years. d. Audit period years. a. State Law 

b. Statute of limitation years. e. Administrative need ?years. 
years. f. Federal retention instructions years. c. Federal law 

Attach mw or excert of laws or regulations. Explain administrative need. 

Occasionally referenced for historical data and information. 

E¶ Calendar Year; 0 Fiscal Year; 0 Other then, 

Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Aemrds Center; hold 

0 Transfer to State Archives for permanent retention. 
0 Other ISpeCfy) -.  

month(s) ..3 year(s); then 
vear(r); then 

vear(s1: then 
Destroy. 

. -  

These instructions apply to all p i o r  and fu tue  armrnulationr of the series. 

Recommendations in para- 
graph 12 are appoved. 
(If di9ppmved. attaeh kner 
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Management Files 
I995 - Ongoing 

co = CY 
Hold in current files area (CFA) three (3) years 
Destroy 

[See Schedule # 85-76, effective March 10. 19861 

The State Records Committee has authorized the approval of these disposition instructions for the 
recards series described in the attached retention schedule aodication. 


